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 M E M O R A N D U M 
 

TO:  All PSRW Agency Liaisons  
FROM:  Jane S. Fouty, Coordinator  
 WV Public Service Recognition Program  
DATE:  May 27, 2014 
RE:  West Virginia Public Service Recognition Program 2014  

It’s time to jump start the planning for this year’s Public Service 
Recognition celebration. Hopefully you’ve already begun the process of 
pulling together your lists of honorees.  

As in the past, the actual date for the Governor’s Ceremony will not be 
established until later in the summer, but as well all know, the 
preparation begins much earlier.  

The forms for submitting your honorees are on our Division of Personnel 
website (address at the end of this memo). Your information must be 
completed and submitted NO LATER THAN THURSDAY, JUNE 19, 2014. 
The forms are provided in fillable PDF format that can be completed, 
saved, and updated in Adobe Acrobat Reader, and are provided for your 
convenience. IMPORTANT NOTES: If you have a different format such as 
Word or Excel, that’s fine, as long as you have all the information and it’s 
easily readable. Also, remember to include home addresses for all 
employees on your 30, 35, 40, 45, 50, etc. years of service lists.  

SPECIAL NOTE FOR DEPARTMENT OF ADMINISTRATION: Home 
addresses are needed for all honorees.  

My goal is to get your 20- and 25-year certificates and pins to you in 
August. To do so, I need your help. Please do all you can to verify your 
honorees before the deadline, and at the latest, by the time the final 
proof list is distributed. Each year, there are between 1,700 and 2,000 
honorees, and the preparation of the awards, as well as for the 
Governor’s Awards Ceremony, is time-consuming and full of small details. 
I know it is the same for you. My hope is that by working together, we 
can make this project much less stressful for all of us, we won’t miss 
anyone, and all names will be correctly printed. It helps very much if you 
notify all employees in your agencies to contact you if they feel they are 
eligible for recognition this year.  

My mailing address, fax number, and email address are listed on the left 
side of this page. I do receive Interdepartmental Mail.  

I appreciate all that you do to help with this project more than I can say. 
To say it’s a lot of work is an understatement, but the recognition of our 
employees is important. If you have any questions, please call or email 
me and I’ll do my best to help you.  

JSF:jsf 

WEB ADDRESS FOR PSRW FORMS AND INFORMATION: 

www.personnel.wv.gov/agencies/Pages/PSRW.aspx 

  

mailto:jane.s.fouty@wv.gov


PUBLIC SERVICE RECOGNITION WEEK  
SERVICE AWARD GUIDELINES 

 
The following guidelines have been prepared to ensure uniformity in calculating State tenure for public service 
recognition certificates and lapel pins. Please review the information below before compiling your lists. 

 

Eligible Employee: Any permanent employee of the State of West Virginia or any spending unit who is 
eligible for membership in a State retirement plan authorized by the State of West 
Virginia. 

 

Awards: Lapel Pins and Years of Service Certificates will be prepared for eligible employees who 
successfully complete 20 or more years of service, in increments of 5 years (20 - 25 - 30 - 
35 - 40 - 45 - 50 - etc. years). Employees must complete their benchmark anniversary 
between July 1 of the previous year and June 30 of the current year. Retirees are 
included.  

 
EXAMPLES OF TENURE CALCULATIONS: 

 

Question: This year, effective June 30, John Brown has a total of 20 years 03 months and 29 days 
combined service with the Department of Revenue and the Department of Health and 
Human Resources. Is Mr. Brown eligible for a service award? 

 

Answer: YES, Mr. Brown is eligible this year for a 20-YEAR LAPEL PIN AND SERVICE CERTIFICATE 
because effective June 30 of this current year, Mr. Brown will have completed 20 full 
years of service with the State of West Virginia. 

 

Question: Jane Smith received a 30-year lapel pin and service certificate last year. She has a total of 
31 years 02 months and 14 days combined service with the Bureau of Senior Services and 
WorkForce West Virginia as of June 30 this year. Is Ms. Smith eligible for a service award 
this year? 

 

Answer: NO, Ms. Smith is not eligible for a service award this year because she received a 30-year 
award last year and has not yet completed 35 FULL YEARS of service with the State of 
West Virginia. Ms. Smith will be eligible for her 35-year award in four years, provided she 
continues working with no breaks in service that would reduce her to below 35 full years 
of service as of June 30 four years from now.  

 

Question: James Servant worked for the former Division of Mental Health from November 4, 1968 
through March 31, 1972. He worked as a professor at Marshall University from August 12, 
1974 through May 21, 1982. Mr. Servant began work with the West Virginia Lottery on 
July 5, 1995. When is/was his 25-year anniversary date?  

 

Answer: April 26, 2009, as follows:  11-04-68 through 03-31-72 = 03 yrs. 04 mos. 28 days 
  08-12-74 through 05-21-82 = 07 yrs. 09 mos. 10 days 

 

  Total Prev. Service = 11 yrs. 02 mos. 08 days 
 

 With 30 days equaling one month, Mr. Servants needs an additional 13 years, 09 months, 
and 22 days to reach his 25-year anniversary date:  

 

  Total Prev. Service (above) = 11 yrs. 02 mos. 08 days 
  07-05-95 through 04-26-09 = 13 yrs. 09 mos. 22 days 

 

  25 Years as of 04-26-09 = 25 yrs. 00 mos. 00 days 
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PROGRAMS TO BE SCHEDULED: 
20-25 YEAR EMPLOYEES - It is suggested that individual agencies, colleges, and universities consider a special 
recognition program during West Virginia’s Public Service Recognition Week to present the lapel pins and 
service certificates to the 20- and 25-year honorees (i.e., a luncheon, reception, picnic, etc.). The West Virginia 
Ethics Commission has issued an advisory opinion regarding expenditures for this purpose which you can review 
at:  
 
www.ethics.wv.gov/SiteCollectionDocuments/Brochures_Booklets_Misc_Forms/Guideline%20Employee%20
Recognition%20adopted%20final.pdf.  
 
30+ YEAR EMPLOYEES - The Governor of West Virginia will host the annual Awards Ceremony and Governor’s 

Reception in Charleston, West Virginia for employees with 30 or more years of State 
service (in increments of five years). You will be notified as soon as the date has been 
established. Special invitations from the Governor will be mailed to eligible employees, as 
this event is by invitation only. The date and location of both the ceremony and the 
reception, as well as a general itinerary, will be included on the invitations the honorees 
receive. 
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PUBLIC SERVICE RECOGNITION WEEK  
HONOREE LIST INSTRUCTIONS 

 
The following information is provided to assist you with completing the PSRW Honoree List forms. The forms are 
provided to you in PDF format. This year, you can now view, complete, save the document with the completed 
information, revise the forms and resave them if necessary, and print them using Adobe Acrobat Reader.  
 
Adobe Acrobat Reader is a free program. If you are unfamiliar with using a PDF document, or if you need help 
with Adobe Acrobat Reader, please consult your supervisor or your information technology manager.  
 
Here are some things you need to know:  
 
 There is a separate document for each years of service category. The years of service will already be filled in 

for each page on each form and is carried forward to the other pages within the document. For years 20 
through 35, there is space for up to 240 names; for years 40 and above, space for 100 names is provided.  

 
 To navigate through the forms, you will use your TAB key, NOT the return key. Hitting the return key by 

mistake will not hurt your document in any way. If you find you’ve done that, simply use your mouse to 
place your cursor at the appropriate spot in the document and continue.  

 
 Begin by placing your cursor on the line designated for Agency/School Name on page 1 (see dark green 

circled area in graphic below).  
 
 The page heading information - everything down to the years of service line - will only need to be completed 

on the first page. Once you key in the data, it will carry forward to all other pages. When you tab through to 
each additional page, those fields will be highlighted in case you want or need to change them, but if you 
make any changes, it will affect ALL pages before and after. To proceed, simply tab through the completed 
portions to the the first line on which to enter employee information - OR - place your cursor in the first box 
under the “EMPLOYEE NAME” block.   

 
(While the graphic below shows the year as 2013, the current forms on our website have the correct year.)  
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 Home addresses are only needed for employees with 30, 35, 40, 45, etc. years of service. Simply tab past 

the address part for your 20 and 25 year employees. EXCEPTION: The Department of Administration 
(Admin) must provide home addresses for ALL honorees so that I can mail out their invitations to the Admin 
ceremony.  

 
 Some departments and agencies use the Department/Agency area on the form; others do not. If you don’t 

need this section, simply tab past it.  
 
 The type size for each block should be small enough to accommodate longer names, addresses, etc.  
 
 PLEASE PLEASE PLEASE turn in your completed forms by the stated due date. 
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